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Procedural Guide

0070-501.10

IDENTIFYING A CLIENT’S COMMUNICATION NEEDS

	Date Issued:
04/10/09
 FORMCHECKBOX 

New Policy Release

 FORMCHECKBOX 

Revision of Existing Procedural Guide 0070-501.10, dated 02/20/08.

Revision Made: NOTE: Current Revisions are highlighted. 


This Procedural Guide has been revised to reflect the requirements of All County Letter (ACL) No. 08-65, Documentation Of Interpretive Services, concerning documenting the provision of interpretative service to a client.  See Section D.
Cancels:
None




DEPARTMENTAL VALUES

This Procedural Guide supports the Department’s efforts to ensure child safety and timely permanency for children by providing procedures that ensure staff appropriately identify the client’s communication needs.

WHAT CASES ARE AFFECTED

This Procedural Guide is applicable to all new and existing referrals and cases.

OPERATIONAL IMPACT

California Department of Social Services Division 21, Section 115, in part, mandates the county welfare departments (CWD) ensure that effective bilingual and interpretive services are provided to serve the needs of the non-English population and the provision of these bilingual and interpretive services shall be prompt without undue delays.  It also mandates that administrative practices shall not have the effect of denying non-English persons equal access to and participation in the available programs and activities.  Further, California Civil Rights Regulations Division 21-116.22 mandates the county welfare departments (CWD) to document the method used to provide bilingual services.

In accordance with this law, DCFS shall make bilingual staff, audio, Braille materials and interpretive services available to our clients whenever necessary and document the need for such services.  Audio and Braille materials can be obtained through the DCFS Civil Rights Compliance Office.

Clients may provide their own interpreters but are not required to do so.  A minor (under 18 years old) may temporarily act as interpreters only under extenuating circumstances or at the specific request of the client.  This provision does not apply to interpretive services for persons who are deaf.

The primary language of a case is based on the ability of all persons involved in the referral/case to communicate effectively with the CSW.  The primary language of the case is established by the DCFS 485.  The CSW shall determine the primary language of the case and the parent/guardian/relative caregiver /non-relative extended family member (NREFM) shall indicate their agreement or disagreement with the language designation and shall sign and date the DCFS 485 accordingly.  If the child does not have a parent/guardian/relative caregiver caregiver/NREFM, the child may sign for himself/herself.  Every time a child is placed or replaced with a relative/NREFM, that relative caregiver/NREFM must sign a DCFS 485.

If a new person who does not have the same primary language as the other members of the case plan is added to the case plan, the CSW shall generate a new DCFS 485 that shall be signed by the new member of the case plan.

DCFS shall make every effort to assign referrals and cases in which the parent, guardian, relative caregiver, NREFM and/or children who don’t speak English to a staff who speaks the designated language (See Section B for more specific instruction).

	NOTE:
Determining non-English Language count on CWS/CMS.

1. If a child speaks Spanish, for example, Primary Language is Spanish.  Secondary is left blank.  Family language is automatically determined as Spanish and the case receives a Spanish count.

2. If a child speaks English, but caregivers, parents and/or family speaks Spanish, Primary language is English, and Secondary language is Spanish.  Family language is determined as Spanish and the case receives a Spanish count.

The child’s CWS/CMS Secondary language determines if a bilingual worker is needed.  If Secondary is blank, then child’s primary language is checked to see if it is language other than English.



Procedures

A.
WHEN:

THE CHILD PROTECTION HOTLINE (CPH) CSW CREATES A




REFERRAL
CPH CSW Responsibilities

1. During the telephone interview with the caller, ask the caller what language each person involved with the referral speaks.

2. Indicate the person’s primary language in his/her ID Page in their respective CWS/CMS Client Notebook by selecting the correct language from the drop-down menu.

3. Document in the Screener Narrative the presence of any visual and hearing disabilities that exist for any of the clients in the referral.

B.
WHEN:

A REFERRAL IS ASSIGNED FOR INVESTIGATION

SCSW Responsibilities

1.
Review the Emergency Response Document.  Check the Screener Alert section of the document and the data fields for each client to establish, on a preliminary basis, the language of the referral.

2. Assign the referral by making every effort to assign the referral to a CSW who speaks the primary language of the family.

a) Referrals in which the parent/guardian/relative caregiver/NREFM and/or children speak Spanish will be assigned to a Spanish-speaking CSW.

b) Referrals in which parent/guardian/relative caregiver/NREFM and/or children speak an Asian Pacific language shall be assigned to the Asian Pacific Project. 

c) Referrals in which the parent/guardian/relative caregiver/NREFM and/or children are hearing-impaired shall be assigned to the Deaf Service Unit.

d) If the language is other than the above and there is no ER CSW available who speaks the language of the family that is indicated on the referral, assign the referral to an English speaking CSW.  

i) Review the Regional Office rosters to find a CSW who speaks the family’s language. 

ii) Contact that CSW’s supervisor and request that CSW to accompany the assigned CSW to the initial contact with the family and to other consequent face-to-face visits with the family whenever possible.

	NOTE:  If the situation is emergent, instruct the CSW to proceed without a CSW who speaks the family’s language.  Request the CSW who speaks the family’s language to accompany the assigned CSW on a subsequent visit with the family.




e) If a referral that should have been assigned to one of the specialized units above because of language consideration, has an immediate response time and is received after business hours, the initial assessment shall be made by Emergency Response Command Post (ERCP).  ERCP shall transfer the referral/case to the appropriate specialized unit for a more thorough assessment.

f) If after the initial face-to-face contact with the family it is determined that the primary language should have been non-English, Spanish, Asian-Pacific, or American Sign Language (or a variant of that) and there is no one in the same office who speaks the language and who the referral can be re-assigned to, review the Regional Office roster to find a CSW who speaks the family’s language.  Contact that CSW’s SCSW and arrange to transfer the referral to that CSW for investigation and disposition.

C.
WHEN:
DURING THE INITIAL FACE-TO-FACE CONTACT WITH THE FAMILY

CSW Responsibilities

1. If the parent, guardian, or relative caregiver provides his or her own interpreter, please refer to Procedural Guide 0070-501.15, When Clients Provide Their Own Interpreter.
2. Complete the DCFS 485 for the entire family.

3. Obtain the parent/guardian’s and/or the relative caregiver’s signature on the DCFS 485.

4. Make a determination regarding the primary language and document on the DCFS 485 if the parent, guardian or relative caregiver refuses to make a language self-declaration.
5. Update the Client Notebooks if necessary, to reflect the correct language information for each client on the referral/case.  Please see “NOTE” on page 2 for an explanation.
6. When providing bilingual services to the client, per California Civil Rights Regulations Division 21-116.22, document the method used to provide bilingual services in the Contact Notebook.  If a child (under 18 years old) is used as an interpreter, document the circumstances requiring temporary use of a child in the case record.  See Procedural Guide 0070-501.15, When Clients Provide Their Own Interpreter.

	NOTE:  If the referral is promoted to a case and prepared for transfer to a regional CSW, ensure that the DCFS 4366, Case Transfer Check Sheet has the accurate language designation.  The transfer desk clerk shall assign the case taking into consideration the language specified.




D.
WHEN:
DOCUMENTING THE USE OF BILINGUAL SERVICES DURING ALL 



CONTACTS WITH A CLIENT

CSW Responsibilities
1. Whenever providing bilingual services to the client, per California Civil Rights Regulations Division 21-116.22, document the method used to provide bilingual services in the Contact Notebook.  If a child (under 18 years of age) is used as an interpreter, document the circumstances requiring temporary use of a child in the case record.  See Procedural Guide 0070-501.15, When Clients Provide Their Own Interpreter.

2. Upon documenting in the Contact Notebook that a bilingual CSW was assigned to a client, the assigned CSW does not need to continue document the method used to provide bilingual services in the Contact Notebook thereafter as long as the assigned bilingual CSW continues to provide services.  Such documentation may be made using DCFS 485, Primary Language Designation Form for Parents/Legal Guardians/Children, and/or Section I of DCFS 4366, Children’s Services Case Transfer Check Sheet.
 E.
WHEN:

A CHILD IS PLACED WITH A RELATIVE CAREGIVER

OR NON-RELATIVE EXTENDED FAMILY MEMBER (NREFM), OR A NEW FAMILY MEMBER OF SPEAKING AGE IS ADDED TO THE CASE AND THE ADDED PERSON CHANGES THE LANGUAGE DESIGNATION
CSW Responsibilities

1. Make a determination regarding the primary language on the DCFS 485, sign and obtain the signature of the relative caregiver or the new person added to the case on the DCFS 485.

a) Document on the DCFS 485 if the parent, guardian or relative caregiver refuses to make a language declaration.

2. Update the Client Notebooks if necessary, to reflect the correct language information for each new client on the referral/case.    Please see “NOTE” on page 2 for an explanation.
3. Prepare the case for transfer to a CSW who speaks the designated language if possible/appropriate. 

SCSW Responsibilities

1. Determine if the case should be transferred to another CSW based upon the new primary language designation.  If so, direct the CSW to prepare the case for transfer.  See Section B #2 for instructions on case assignment based on language considerations.   See Procedural Guide 1000-504.10, Case Transfer Criteria and Procedures, for more information on case transfers.

APPROVAL LEVELS

	Section
	Level
	Approval

	A.
	None
	 

	B.
	SCSW
	 Case assignment

	C.-D.
	None
	 

	E.
	SCSW
	 Case transfer


OVERVIEW OF STATUTES/REGULATIONS

California Department of Social Services (CDSS) Manual of Policies and Procedures (MMP) Division 21, Section 115, contains the provisions for services to applicants and recipients who are non-English speaking or who have disabilities.

California Civil Rights Regulations Division 21-116.22 states that agency shall “Document the method used to provide bilingual services, e.g., assigned worker is bilingual, other bilingual employee acted as interpreter, volunteer interpreter was used, or client provided interpreter.  When a minor (under 18 years of age) is used as an interpreter, the CWD shall so document the circumstances requiring temporary use of minors in the case record.”

California Department of Social Services (CDSS) Manual of Policies and Procedures (MPP) Division 31-201 requires that when it has been determined that child welfare services are to be provided the social worker shall: complete an assessment for each child for whom child welfare services are to be provided, and includes gathering and evaluating information relevant to the case situation and appraising case service needs.

LINKS

California Code



http://www.leginfo.ca.gov/calaw.html
Division 31 Regulations

http://www.cdss.ca.gov/ord/PG309.htm
Title 22 Regulations


http://www.dss.cahwnet.gov/ord/PG295.htm
RELATED POLICIES

Procedural Guide 0050-502.10, Child Protection Hotline (CPH): Basic Responsibilities

Procedural Guide 0050-504.05, Referral Assignment Criteria

Procedural Guide 0070-501.15, When Clients Provide Their Own Interpreter

Procedural Guide 0600-505.12, Identifying and Documenting a Client’s Disability and Need for Services

Procedural Guide 1000-504.10, Case Transfer Criteria and Procedures

FORM(S) REQUIRED/LOCATION

	CWS/CMS


	Client Notebook

Contact Notebook

Screener Narrative



	LA Kids
	DCFS 74A, Interpreter Usage and Consent for Release of Information

DCFS 485, Primary Language Designation Form for Parents/Legal Guardians/Children

DCFS 4366, Children’s Services Case Transfer Check Sheet



	SDM
	None 
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